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& Beacesber 1949 


MEMORA“DUM FOKs Chief, COPS 
FROM: Agsistent Director, OCD 


SUBJECT: Coding ond Abetracting 


1, Attached report wae prepared xt your suggestion for the 
deforsation of ell offices, and i: being distributed fo sil. It 
therefore does not list specific recommendations for comparison 
with those of the Management Officer, though it goes into suffi-~ 
elent detell to sake clear the reasons for those which follow. 


2, COBING. It ip recommended that Office responsibilities 
for esoding be egzigned as follows: 


OCD: Responsibl: for development of the 
Classification Scheme, for all ceding of incoming 
documente for the Index Files, for eoting of meh 
doaurments as OCD must abstract for the abstract 
Files, end for supervision of coding perforned by 
other Gffices for the Abetract Files. 

(The supervigion referred to will consist 
ehiefly (a) of editing the coding done by other 
Offices, to the end thet it sey be unifern and 
sonsistent with the Clagssifieation Schema, end 
{b} of adding code numbers neaded for centrel 
reference purcores vnem thease heve been omitted 
by the Offices prepering the abstracts.) 


ORE/OSIs Authorised, when they so desire, to 
eode the abatraets prapared in their own offices 
both for central references purceses and for 
apecisiiat sursoses. 


3. ABSTRECTIN It is reeomended thet Office reaponai- 
phlities for. abgbrastine be asuigned ac followas 


OCD: Responsible for abstracting those doca- 
mente which, by their neture, require sumoary 
deseri; tion in the Abatract Files and which either 
{a) inelude & diversity of subject matter, or (b) 
area avellable to CTA only on » loan besis. 


GRE/OSI: Authorized to prepere mach abstrects 


of intelligence documents as they deem Llaportant to 
their mission. 
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4. ASPUEG. It is my belief that the system of having abe 
stregte typed by eisctric typewriter on multizreph sceters in the 
production offices iz acomomlenlly unsound, end thei suptege under 
this syste rill be greater than under the resent aysten. I have 
gone inte this question on sages 28 and 29 of the report. However, 
ZI do aot feel that any recommendation from OCI is required on this 
@ubjeet at the present tine. The Manegenent Officer has inetelled 
the system alrendy in O81, and if 1+ leads to ineureble difficulties 
this Office will announce the fect. 


( OPSE TIONS. It ie reconmended thet. the Regieter 
operations and aevigned functions be left precisely es they are. 
The Registerg are getting their feet under them et the present 
time, and ere beginning to giva effective service not only to ORS 
and OST but to the ather Offices of CIA and to the iat agencies. 

Wy raport touches only lightly on the register fobs (see pagae 31 
and 32), aa they are highly specialised end outside of the central. 
referenes echoma for indexing, coding, and ebstracting. If COAPE 
feels unsbls to sccept my recommendation without further deta, ther 
Z ahell undertake to pregere detailed atudies of beth of toes. 


dsHEE By AMDEENS 


Enelosures 
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